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District Checklist for Telecommunications Proposals
STEP 1:  Receive request from carrier to build a site on Caltrans property.  Should include a narrative or form describing:
1.2.3.4.5.6.
Size of pole, number of antennas, perimeter dimensions (fenced area).Type of facility (PCS, cellular, other).Expected time schedule (building permits by when, construction by when).Colocatees, if any.Sketch or drawing of the area (site) needed on Caltrans facility (premise).Optional:  Depiction of the equipment (photo rendition, sketch, etc.).
STEP 2:  Meet with the core DARC team (Traffic Operations, Environmental, and Telecommunication Engineering) to review the proposal.
1.2.3.4.5.
Add (as appropriate) Landscape Architect and the operator of the facility (e.g. park and ride, maintenance superintendent, or facilities manager).If facility is within the operating right of way, add Project Development.If facility is on a structure within the operating right of way, add Structures.If facility is underneath a structure, add Hydraulics and Fire Marshal.If facility is on a bridge, determine if it will be impacted by seismic retrofit.
Send letter back to carrier, stating either A or B:
A.
Conceptually their proposal is OK and to please submit their preliminary proposal within 30 days or the site will be available for other carriers to submit proposals.
Response to the carrier is due within 15 working days of receipt of their conceptual proposal.Inform the carrier that a full DARC review will be held once the preliminary package is submitted and include the preliminary package checklist.If this is a new carrier (no MLA, no conceptuals, etc.), send them the "Guidelines to License Sites" so they can become familiar with the program.Ensure the carrier understands Caltrans' right to occupy the tower with a whip antenna (per the MLA) and carrier must provide conduit from a pad to the tower.
If the answer is NO, tell them why (e.g. completing 2 year seismic retrofit project - "come back then," widening off-ramp, or consolidating maintenance station).
A.B.
Offer to help them find a more suitable location.Provide them with inventories, data bases, maps, and the Internet address.
STEP 4:  Preliminary proposal submitted by carrier.
Review it to ensure the proposal:
A.B.
Meets the requirements of the checklist.Is basically the same as the conceptual proposal.
Hold the preliminary DARC, making sure the right programs are represented (not too many or too few).
A.B.C.D.
Send carrier copies of plans with a form to use to respond with comments.Set a formal meeting time for complex issues or proposals.Keep the blueprints in a common room for one week for carrier to review at their discretion.Tell carrier that if no comments are received back by a certain reasonable time, then "approved" is assumed.  (This does NOT apply to Telecom Engineering; a non-response needs to be elevated to HQ/AS).
B.
If HQ must be involved in the preliminary review, allow additional time:
A.B.
The Permit by Exception Committee, Structures Review or Seismic Retrofit coordination will require at least 15 working days to review/approve and get back to districts.FHWA (and sometimes Telecommunications Engineering) review/approval is obtained after the preliminary DARC is completed.
1.
2.
 
3.
 
4.
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STEP 3:  Advise carrier of Conceptual Review response.
Additionally, you may want to:
2.
1.
1.
2.
3.
4.
Set a time frame within which to review the proposal. You can:
5.
Advise carrier of review/approval of their preliminary proposal.
A.B.C.
Advise carrier that the final plans must address any issues raised during the DARC.The carrier may want to address any major concerns directly with the DARC.If possible, send them the SLA to execute (see Step 5).
Deposit the $1,000 processing fee.
6.
A.B.
If the proposal is for more than one carrier, but the plans show all the facilities (thus only one review needed), only one fee is required.Open an account in RWPS for each carrier, depositing the processing fee in the primary carrier's account.
STEP 5:  Execute the Site License Agreement.
A.B.C.D.E.F.G.H.
Licensor's use of the facility (reserved space, additional antennas at cost, mounting of surveillance cameras, elimination of interference).Access to and from the facility including notification, maintenance, gates.Maintenance responsibilities of the carrier.Identify if the carrier will be responsible for obtaining a maintenance permit as the facilities and access are within the operating right of way.  (Note:  this special clause does not apply to the need for an encroachment permit or a building permit as this is covered in the MLA.)Other users at the site (colocation), stating that agreement has been reached between the parties and that a separate SLA will be needed for the other carrier and which carrier will be paying the base license fees.The known and unknown hazardous substances at the site.Identify any "upgrades" or "modifications" to the site that the carrier will be required to do prior to constructing, i.e. protecting the slope, building a gate, protecting trees.Any other special clauses, provisions, or agreements needed to protect the Department's interests.
A.B.C.
Plans, photos, sketches.DARC notes.Carrier's narrative description of proposal.
5.
District executes SLA granting a six-month period (Local Permitting Period).
STEP 6:  Local Permitting Period.
1.2.3.4.5.
Work with the carrier to obtain final reviews and approvals.Submit environmental document prepared by carrier for review by the Environmental Branch.Submit final plans, final DARC notes and carrier's response to FHWA (via HQ) for final approval, including original Categorical Exclusion/Categorical Exemption executed by District Environmental Branch.Submission of final plans, final DARC notes and carrier's response to HQ Telecommunications Engineering for final approval is required.  (May have been provided to the district directly during the preliminary and/or final DARC meeting.)Pend for final approvals, including the local building permit.
STEP 7:  Approval to construct.
1.
Obtain final approvals as evidenced by:
A.B.C.D.
Local building permit.Environmental approval.Final DARC.Final approval of plans.
2.
Annual Base License Fee payment (enter into RWPS as a Telecommunications License account).
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Establish the base license fee per the matrix (HQ R/W must pre-approve any rates outside the matrix).
1.
2.
Determine the "special clauses" for the SLA that cover:
HQ R/W will need to pre-approve any "new" special clauses (see list).
3.
4.
Request FHWA's preliminary approval of the proposal.  Submit:
ADA Notice
ADA Notice
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